STEPHEN SMITH
8238 Nelson Street
New Orleans, LA 70118
(504) 914-0040 / nola8134@yahoo.com
February, 2011

I recently relocated to New Orleans and am looking for work. I have a varied background in hospitality, food, publishing, retail and household management. Seeking a stable position in a small casual office, or Hotel Night Audit, but I’m open to all options. Since relocating here, I’ve had a few very part-time/on-call positions but nothing substantial enough to list on my resume.

For the most part, I’ve been in New York City for the last 20 years and had a very stable, 
long-term work history. I was employed as a Personal Assistant/Household Manager to my landlord, doing mostly administrative work, for over seventeen years until he passed away. 
In addition to my job with him, I was employed by Adventure House, Corp., a graphic design/publishing firm, for almost nine years, starting out as an Administrative Assistant 
and leaving as the Office Manager.

Prior to that I was employed at The James Beard Foundation and got to know who’s who in the food industry and handled a very busy reservation schedule, as well as heavy correspondence to the members and to the chef’s “performing” there.

Before all of the above, I was in retail for six years including a year at Macy’s and five years of store management at Benetton.

I’ve attended both the Fashion Institute of Technology and The French Culinary Institute in New York City. I’m Mac and PC literate and my resume follows. Thank you for your consideration.

Stephen Smith

















[bookmark: _GoBack]STEPHEN SMITH
8238 Nelson Street
New Orleans, LA 70118
(504) 914-0040 / nola8134@yahoo.com
EXPERIENCE
9/08-2/10
HOLIDAY INN, Miami Beach, FL
Hotel
Night Auditor/Front Desk Agent
Verify and balance records of financial transactions reported by various departments using the OPERA system. Perform duties of Front Desk Agent such as checking guests in and out.

2/91-8/08
THOMAS BARBOUR, New York, NY
Landlord & Actor (deceased)
Household/Estate Manager
Various duties—bookkeeping, heavy filing, data entry, correspondence, errands, supply ordering, light cooking and health care.

4/94-3/03
ADVENTURE HOUSE, CORP., New York, NY
Publishing/Graphic Design
Office Manager
Extensive FileMaker Pro database management, heavy data entry, phones, filing, supply ordering, correspondence, proofreading, scanning photos/artwork, image retouching and placement. Assist with production of print ads, brochures and ESL textbooks. Proficient in FileMaker Pro, QuarkXpress, Photoshop, Word and Excel.

8/92-3/94
THE JAMES BEARD FOUNDATION, New York, NY
Non-Profit (Culinary Arts)
Administrative Assistant
Membership relations, word processing, database management, menu presentations, heavy reservations and correspondence, coordinate monthly newsletter mailings.

EDUCATION
8/86-5/88	
Fashion Institute of Technology, New York, NY
Buying and Merchandising

1996		
The French Culinary Institute, New York, NY
Culinary Arts

REFERENCES
Available upon request.
